INSTRUCTIONS FOR USING THE NEW COPY CENTER ON-LINE FORM

1.  Log into My Wellesley


2.  On the top, far right, click on the HELP DESK icon (next to Log Out) or enter and BOOKMARK the following URL:  https://whd.wellesley.edu

3.  The Help Request page opens - Use the REQUEST TYPE DROPDOWN and click on COPY CENTER.

4.  On the next screen the Request Type window appears again at the top, now with a second empty window to the right.  Click on that drop down and click on either CONFIDENTIAL REQUEST* OR JOB REQUEST**.   You must choose one or the other or when you try to submit (save) your request at the end, it will not submit.  

*Confidential request should be used for any work you submit that you don't want student Copy Center employees to see or work on - i.e. exams, etc.  Only Vicki will open and work on confidential requests.  

**For all non-confidential work click on JOB REQUEST.


5.  From here on the form is very similar to their previous forms, you just make your selections and ATTACH FILES.


6.  Once you're ready to submit, on the bottom right click on the SAVE button (which is really a SUBMIT function.)

One advantage of using this on-line form is that your work orders will be given "ticket numbers" which are logged and saved so you can resubmit orders, check status, etc. by clicking on the HISTORY icon on the top left of the Request Home Page.  The same ticket system is used by the HELP DESK and the Registrar's Office and all types of these tickets will show in your history.

